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NAVSUP | NSTRUCTI ON 4050. 67A

Subj :  NAVY PERSONAL PROPERTY EXCELLENCE AVWARD PROGRAM
Ref : (a) CNOItr of 10 Aug 87
Encl: (1) Navy Personal Property Excell ence Award Program
Gui del i nes

(2) Eval uation Checklist and Performance Summary
1. Purpose. To provide information and procedures governing the
eval uation, nom nation and selection of activities to receive the
Navy Personal Property Excell ence Award.

2. Cancel | ati on. NAVSUPI NST 4050. 67.

3. Di scussi on

a. Reference (a) established the Navy Personal Property
Excell ence Award to recogni ze those Navy offices which provide
outstanding service to their custoners. Reference (a) also
t asked Naval Supply Systenms Conmand (NAVSUP) with providing the
gui delines for adm nistering the award program This instruction
provi des those gui deli nes.

b. Mving is a way of life for Navy nenbers and their
famlies, with significant inpact on quality of life, financial
wel fare, norale, and retention. Arranging a nove is a |abor
intensive, difficult job. The annual Navy Personal Property
Excel l ence Award is established to recognize those offices that
consistently do an outstanding job serving the Navy conmmunity,
and to encourage other offices to strive for truly outstandi ng
per f or mance.

4. Action. Mjor claimants are requested to evaluate their
personal property activities using the guidelines contained in
enclosures (1) and (2). On site evaluations are not nandatory
but are encouraged when they can be acconplished in conjunction
with other travel. Nom nations for the award should be submtted
annual ly to Naval Supply Systens Command (SUP 44), 1931 Jefferson
Davi s H ghway, Arlington, Virginia 22241-5360 as indicated in

encl osure (1).
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Assi stant Commander for
Navy Material Transportation

0526LD0564490

(R



NAVSUPI NST 4050. 67A
24 May 93
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Navy Personal Property Excell ence Award Program Qui del i nes

1. Eligibility

a. Al Navy Personal Property Shipping Ofices (PPSCs and
Personal Property Processing Ofices (PPPGCs) are eligible for
consideration in the Navy Personal Property Excellence Award
Program A PPSO is an office which perforns all of the major
personal property functions (counseling, inbound, outbound,
nont enporary storage, quality control, and | oss and damage cl ai ns
processing). A PPPOis an office which perforns sone but not al
of the five major functions.

b. PPPGCs which are extensions of a Navy PPSO are not
eligible for consideration by thenselves in the award program
but will be considered part of the host PPSO.  Conversely, PPPGCs
whi ch are served by a host PPSO of another service may be
considered individually for the award.

2. Awards. Certificates of award will be nmade in three cl asses:

CLASS I - Personal Property Processing Ofices; CLASS Il -
Personal Property Shipping OOfices with less than 12,000 total
shi pnments per year; and CLASS |1l - Personal Property Shipping

Ofices with nore than 12,000 total shipnments per year.

3. Nom nati on Procedures

a. Subm ssion. WMjor claimants may nom nate one personal
property activity fromeach category for the Navy Persona
Property Excellence Award. d aimants should submt nom nations
only when personal property offices are considered truly
out standi ng and have fully net the intent of the award. Al though
maxi mum partici pation is encouraged, a claimnt nmay decline to
submit a nom nation

b. Nomnation Criteria. Mjor claimnts should use
encl osure (2), Navy Personal Property Excell ence Award Eval uation
Checkl i st and Performance Summary as the basis for nom nating a
personal property office for the award. In addition to the
scoring factor, enclosure (2) also asks for other information,
such as staffing, training, |ocation, and publications
managenent, whi ch should be considered in evaluating potenti al
nom nees. Sources such as command inspection reports, MIMC Field
Assi stance Reports, and letters of commendati on or appreciation
shoul d be used in evaluating a potential nomnee. Simlarly,
al t hough parts of enclosure (2) are not to be scored, they should
be considered in supporting and evaluation and will be considered
during the final selection process.

Encl osure (1)
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c. Nom nation Packages. Nom nation packages shoul d be
forwarded to the Naval Supply Systens Command (SUP 442),
1931 Jefferson Davis H ghway, Arlington, Virginia 22241-5360 by
30 Septenber. Nom nation packages should include a copy of
encl osure (2), photographs of the nom nated activity and ot her
mat eri al supporting the nom nation. Packages will not be
accepted w thout major claimant endorsenents. A certificate of
nom nation will be forwarded after receipt of the nom nation
package at NAVSUP

4. Award Ti met abl es

a. _Tinetables f or annual nom nations, subm ssions, and
eval uati ons are:

Fi nal Eval uati ons

Nom nati ons Due Conmpl eted W nners Awar ds
To NAVSUP Announced Present ed
30 Sep Cct - Nov Jan - Fe

b. NAVSUP will convene an award sel ection commttee which
W ll review the nom nations and select the award wi nners in each
class. Announcenent of the awards will be acconpani ed by
suitable publicity. The announcenent will be nade prior to the
end of the fiscal year to permt travel arrangenents to the
appropriate workshop.

Encl osure (1)
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Navy Personal Property Excell ence Award Checkli st and Perfornance
Sunmary

Part |

Thi s checklist highlights the major functions perforned by a
personal property office. Each function should be scored as
appropriate. Maxi mum points are shown in parentheses. Those
functions which are not perforned by personal property processing
of fices should be marked “NA."~

Encl osure (2)
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Section A (No score)

General Activity Information

Activity Nane:
Dat e of Eval uati on:
Type of O fice: (Please nane the host shipping office.)

W

a. Yes___ No___ Personal Property Shipping Ofice

b. Yes_  No_  Personal Property Processing Ofice

4. Staffing Summary:

a. Mlitary: authorized on board

b. Cdwvilian: authorized on board

c. Has there been any significant change in staffing | evel s?
(Pl ease describe.)

d. Have there been recent turnovers in key positions? (If
so, please describe.)

Encl osure (2)
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5. Wirkload (For last conplete fiscal year prior to eval uation)

a. Total nunber of shipnment applications (DD Form 1299)

b. Total nunber of househol d goods shipnents (Exclude D TY
and Local Moves)

c. Total nunber of unacconpani ed baggage shi pnents

d. Total nunber of Mobile Hone shipnents

e. Total nunber of nontenporary storage |ots handl ed

f. Total nunber of DITY noves (CONUS only)

g. Total nunber of Local Moves

h. Total nunmber of |oss and danage cl ai ns processed

i. Total nunmber of Privately Owmed Vehicl e Shipnents

Encl osure (2)



NAVSUPI NST 4050. 67A
24 May 93

Section B - Facilities (No score) Yes

1. Personal Property Ofice located in
easi |y accessible area

2. Adequate custoner parking available
3. Personal Property Ofice |located in or

near personal service centers (Housing,

PSDY PSA, Fam |y Services Center)
4. Ofice locations and hours publicized

i n other personal service contact areas
5. Ofice location and hours of operation

published in | ocal nedia

Section C - Publications (Maxi mum 100 points)

1. Publ i cations on hand as listed in DOD 4500. 34R,
Appendi x L (maxi mum 25 points) Score:

2. Publications current changes posted
(Maxi mum 25 points) Score:

3. NAVSUP instructions, notices and Al G
message received and distributed with office
(Maxi mum 25 points) Score:

4. Policy nessages fromMlitary Traffic
Managenent Comrand and Per Diem Travel and
Transportation Al owance Commttee
recei ved (Maxi mum 25 points) Scor e:

Total Score Section C

Encl osure (2)
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Section D - Counseling (maxi num 150 points)

1. Interview booths, partitions or simlar devices
used to pronote privacy for counsel ors and nenbers
(Maxi mum 30 poi nts) Score:

2. Standard counseling checklist (DD Form 1797)
used for each custoner (Maxinmum 30 points) Score:

3. Standard counseling checklist (DD Form 2278)
used (CONUS ONLY) (Maxinmum 30 points) Score:

4. DOD Standard Panmphlet “It’s Your Move”
and Nane, address and tel ephone nunber of
destination Transportation Oficer provided
to menber at origin (Maxi mum 30 points) Score:

5. Standard counseling checklist for Mbile Honme
Shi pments used for each custoner (AF Form 1428)
(CONUS ONLY) (Maxi mum 30 points) Scor e:

Total Score Section D

Encl osure (2)
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Section E - Qutbound Traffic (Maxi num 150 points)

1. Personal Property Governnment Bills of
Ladi ng prepared and forwarded to carriers
prior to pick up date
(Maxi mum 40 poi nts) Score:

2. Traffic Distribution Records (TDRs) established
and mai ntai ned in accordance with DOD 4500. 34R
(Maxi mum 40 points) Score:

3. Monitoring systemin effect to ensure that
conpl eted PPGBLSs and DPM Packing Lists are
returned within tinme frames | AW DOD 4500. 34R
(Maxi mum 35 points) Scor e:

4. \Wekly on hand shipnent reports received
fromTA&BL carriers | AWDOD 4500. 34R
(Maxi mum 35 poi nts) Score:

Total Score Section E:

Section F - Inbound Traffic (Maxi mum 150 poi nts)

1. SIT control nunbers assigned and SIT
records established | AWDOD 4500. 34R
(Maxi mum 35 points) Scor e:

2. SIT expiration dates nonitored and nenber
notified | AWNAVSUP Pub 490
(Maxi mum 35 poi nts) Score:

3. Reweighs witnessed to maxi mum extent
(Maxi mum 30 points) Scor e:

4. Tracer action acconplished | AW
DOD 4500. 34R ( Maxi num 25 poi nts) Scor e:

5. Statenent of accessorial services
(DD Form 619-1)reviewed and certified
| AW DOD 4500. 34R ( Maxi mum 25 poi nts) Scor e:

Total Score Section F:

Encl osure (2)
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Section G - Nontenporary Storage (Maxi mum 115 points)

1. Nontenporary storage records revi ened
gquarterly (Maxi mum 40 points) Score:
2. Menbers notified of pending expiration
dates | AW NAVSUP Pub 490 and DOD 4500. 34R
(Maxi mum 40 poi nts) Score:
3. Service order (DD Form 1164) prepared for
nont enporary | ots | AWDOD 4500. 34R
(Maxi mum 35 points) Scor e:

Total Score Section G

Section H- Quality Control (Maxi mum 150 poi nts)

1. Carrier Performance files established

and reviewed | AW DOD 4500. 34R

(Maxi mum 30 poi nts) Score:
2. CERS scores posted on carrier shipnent

records as required by MIMC rul es

(Maxi mum 30 poi nts) Score:
3. Inspection programfor DPM shipnents

establ i shed on random basis | AW current

st andard performance work statenent

(Maxi mum 30 poi nts) Score:
4. Mnetary penalty features of OPM Performance

Work Statement established to ensure maxi num

participation by contracting officer and personal

property officer (Maxi mum 30 points) Score:
5. Carrier performance on internationa

shi pments nonitored and reported to MIMC | AW

current International Quality Control Program

(Maxi mum 30 points) Scor e:

Total Score Section H

Encl osure (2)
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Section | - Cains (Maxi num 150 poi nts)

1. Assistance provided to nenber in preparing

and subm tting inconveni ence cl ai ns agai nst

househol d goods carriers

(Maxi mum 45 points) Score:
2. Responsibility of menber enphasized in

executing and forwarding to personal property

of fice DD Form 1840R wi thin all owed

time (Maxi mum 45 points) Score:
3. DD Form 1840R di spatched to carrier

expeditiously to neet allowed due

date (Maxi mum 30 poi nts) Score:
4. Loss and Damage cl ai ns inspections made

| AW DOD 4500. 34R

(Maxi mum 30 points) Scor e:

Total Score Section |:

Total Points Al Sections:

Section J - Qualitative Performance Factors (No score)

The foll ow ng indicators have no nunerical assigned. They wll
be considered in the final evaluation process series. They give
sone indication of performance in certain areas:

Per cent age of inspections perforned

Aver age tel ephone custonmers waiting tinme (in mnutes)

Aver age custoner waiting tinme with appointnent (in m nutes
or hours)

Average custoner waiting tinme w thout appointnment (in
m nutes or hours)

Aver age nunber of days Personal Property Governnent Bil
of Lading issued prior to or after pick up

Aver age nunber of hours or days to process a | oss and
damage claimw thin the personal property office

Encl osure (2)
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Part 11 Per f or mance Sunmary

The foll ow ng sections provide major claimant with pronpts to
hel p support an activity’'s nom nation. Please describe the
i nputs concisely and succinctly. Only the pronpts are |i sted.
| nputs should be typed on plain bond paper using the foll ow ng
format:

A, Summary statenent of why the activity should wn the
final personal property excellence award.

B. Unit citations, comendations, awards, letters of
application directed to the nom nated personal property
of fice, and brief background.

C. Summary of significant custonmer relations efforts to
I nprove service to nmenber (e.g., mass briefings to
shi ps, squadrons, retirenment sem nars; i1ncreased public
awar eness of office services, accountability, etc.).

D. Managenent |nnovations To | nprove Custonmer Service, and
efficiency of operations.

E. Professional Activities in Local Coomunity (e.g.,
I ndustry Training C asses, Professional Associations).

F. Oher significant factors which support the award.

Encl osure (2)



